PO-02 Ability to Reassign Requisitions to Others

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of the Ability to
Reassign Requisitions to Others in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the steps to reassign requisitions to others in. By utilizing this feature, users gain the ability to
delegate requisitions to other personnel, thereby facilitating streamlined workflow management and effective task
distribution.

User Tip

The following are prerequisites to reassign requisition to others:
1. Create requisition

2. Requisition should be in incomplete status and stuck in approval workflow.

Ability to Reassign Requisitions to Others


https://ncosc.gov/training/ncfs-system-training/ncfs-help-documents/po-02-ability-reassign-requisitions-others

To reassign requisitions to others in NCFS, please follow these steps. There are 10 steps to complete this process.

Step 1. Log in to the NCFS portal with your credentials to access the system.

Step 2. On the Home page, select the Procurement Tab. Select the Purchase Requisitions app.
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Step 3. On the Self-Service Procurement dashboard, select My Requisitions.
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Self Service Procurement

0200 ADMINISTRATIVE OFFICE OF THE COURTS | 0200A0CNI-PO BOX 2448

Q, Search for items or services

My recent requisitions

Pending approval  Ragyisition 02ZRO000007 Withdrawn  Raquisition 02R0000004 Ordered  pequisition 02ZRO000006
Test Req Header Test Testing Duplicate Lines
1Line 5 Lines 2 Lines

Purchase Order 02P0000002

Date Submitted Last Updated Buyer

7/15/25 7/15/25 TAKITA BROWN
Pending approval  Regyisition 02RO000002 Canceled  Requisition 02RO000001

Testing AOC Testing - office supplies

1Line 1Line

Date Submitted Last Updated

4/22/25 4/22/25

Self Service Procurement | _|[Z] My Requisitions | ./ Cart

Step 4. On the My Requisitions page, enter the requisition in the Search for Requisitions field which should
be reassigned.



Example: 02R0000007

* Note: Entered By field will be auto populated. Remove the data and enter the Requisition number. The
requisition will populate.
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My Requisitions

Q,  02rR0000007 X | Search for requisitions

Requisition Status Approved 0 | Line Status Approved 0  Action Required Create change order 0

1item Requisitions ‘ Lines H&‘

Test Req Header
Entered By TAKITA BROWN

02R0000007 7/15/25

Pending approval Testing 1EACH

Step 5. Select the Requisitions box in the top right and then select the Requisition number link.
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My Requisitions

Q, 02R0000007 X  Search for requisitions

Requisition Status Approved 0  Line Status Approved 0 | Action Required Create change order 0

1item Requisitions

Lines H 2 ‘

02R0000007
Pending approval Test Req Header $5.00 7/15/25
Entered By TAKITA BROWN

Step 6. Select the More Actions (...) drop-down, then select Reassign.
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< 02R0000007

Requisition

Entered By TAKITABROWN  Business Unit 0200 ADMINISTRATIVE OFFICE OF THE COURTS

Description

Test Req Header

Subtotal Monrecoverable Tax
$5.00 $0.00

> More information

Lines

Testing

Pending approval
FORMS & SUPPLY INC

Creation Date 7/15/25

Justification

Approval Amount

$5.00

$5.00

View Approvers

Duplicate

[® View Document History

Funds Status rC_)\,_ Reassign
Mot reserved
[ View PDF
® Cancel
1EACH S

Step 7. On the Reassign Requisition pop-up, enter the name in the Reassign To field.
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Reassign requisition L
02R0000007

Reassign To

NICCOMA|

NICCOMA ASHE

HHS 50 SOHF CH NS/ADOM2/GERI 2B OAK, HEALTH CARE
TECHMICIAN |

sendmail-test-discard@oracle.com

NICCOMA AUSTIN

JB AQC OPS PROCUREMENT SERVICES DIVISION, PROCUREMENT
SPECIALIST I

sendmail-test-discard@oracle com

NICCOMA BATTEN

AGR PID 5&F FIELD SERVICES WEST, AGRICULTURAL PROGRAM
SPECIALIST I

sendmail-test-discard@oracle com

Step 8. Check Notify the assignee section to select this person.
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Step 9.
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Select the Reassign button

Reassign requisition
02R0000007

Reassign To

NICCOMA AUSTIN

Notify the assignee
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Reassign requisition
‘02R0O000007

Reassign To o
NICCOMA AUSTIN

B Notify the assignee

o |l

Step 10. The Confirmation pop-up appears and goes away. The person the requisition was assigned to is shown
under Entered By. Select the back arrow (<), beside the requisition number to return to My Requisitions
dashboard.
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< 02R0000007 - .2, View Approvers

Requisition

Entered By NICCOMA AUSTIN | Business Unit 0200 ADMINISTRATIVE OFFICE OF THE COURTS  Creation Date 7/15/25

Description Justification

Test Req Header

Subtotal MNonrecoverable Tax Approval Amount Funds Status

$5.00 $0.00 $5.00 Not reserved

s> More information
Lines

Testing

Pending approval
FORMS & SUPPLY INC

$5.00 1EACH

Wrap-Up

Reassign requisitions to others using the steps above. By utilizing this feature, users gain the ability to delegate
requisitions to other personnel, thereby facilitating streamlined workflow management and effective task
distribution.
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